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13 October 1961

FOR: Chief, Analysis Branch
Chief, Control Branch

SUBJECT : Assignment of Responsibility for the Secure Aree

1.

Week of
Oct. 8-1h
Oct. 15-21
Oct. 22-28
50‘\"» 5"1.3.
25X1A9a ¥ov. 12-18
. During his week of duty the Staff Duty Officer shall designate by roster
one individusl as custodian (with &n alternate) each day.
5. If any individual is to work in the secure eree outside of regular
werking howrs, advance arradgement$ shall be made with the Duty
/ Officer for aspignment of s@curity responsibility.
Araun ¥ ouder | | 25X1A9a

in accordapnce with Security Kegn;latﬁona , all Agency employees are
responsible for the security ‘of all claasified and controlled
msterisl apd safekeeping equipment dssigned to them and for the
area in which they work. . "

The large becure ares comprising most of the Analysis aad Control
Bragches Mps five doors with combindtiof locks. The minimum re-
quirements for securing the dres cofisist of 2 custodian and a
Staff Duty Officer. The custodian {s responsible for locking
each door from the inside in the following order: CE-47, GHO926,
Gr-18, GF-28 and GF-40, makific sure the area is unoccupled as the
doors are locked. The Staff Duty OFficer is responsible for
checking sach door from the sutside beginning with GF-hO snd
working in reverse order. ‘ .

The responsibility for the Starf mi‘by Officer check is assigned
far the weeks indicated as fbllows:

Staff Duty Officer for Secure Ares

I
Chief, Document Division
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